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Georgia Department of Education 
Offick of Administrative Services 

Twin Towers East 
Atlanta, Georgia 30334 

Werner Rogers H. F. Johnson, Jr. 
State Superintendent of Schools June 24, 1986 Associate State Superintendent 

M E M O R A N D U M  -- - 
*t- 

TO : A r v i l  E i s l e y  
Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

FROM: V i ck ie  Oake p Y .  
Records Management O f f i c e r  
Department o f  Education 

SUBJECT: Trans fer  o f  Records Reten t ion  Schedules 
Education t o  the Board o f  Postsecondary 

._  

from t h e  Department o f  
Vocat ional  Education 

E f f e c t i v e  J u l y  1, 1986, Records Reten t ion  Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n ' g  t o  Postsecondary Vocat ional  
Education are  being t r a n s f e r r e d  f rom t h e  Department of Education t o  t h e  
Board o f  Postsecondary Vocat ional  Education. Attached are  copies o f  the 
schedules as l i s t e d  below by Schedule Number: 

76-191 81-109 _ _  81-181 
76- 192 81-110 81-182 
81-7 81-176 81-183 
81-8 
81-51 

81-177 
81-178 

81-71 81-179A 81-226 
81-108 81-180A 

Amendments w i l l  need t o  be prepared by your  agency t o  change the  agency 
name, addresses, con tac t  persons and t o  make any o the r  necessary changes. 
These amendments should be sent t o  Mary Ha l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

Also enclosed are f i l e  copies o f  Records Transmi t ta l  Forms and Not ices o f  
Records Dest ruc t ion  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i t h  
Records Management which w i  11 prov ide  h e l p f u l  i n fo rma t ion  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - 'Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 



INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing this form. Forward signed 'original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

~ ~~ 

- FOR RECORDS MANAGEMENT USE . ~ 

FOR AGENCY USE ~ 1. Agency Address 
ipplication Date Department of Education Application Number 

61- I65 Office of Vocational Education 
Div is ion  of Vocational Program ManagementDare 
At l an ta ,  Georgia -. 

~ 

Received 
- __ ~- 

Date Compieted ipplication Number 

MAR-2 1981 lMAR 1 7 1981 
1. Person to Contact Working Title Telephone Number 

Ray Greeson 
5. Action Requested 

- ~ _ _ _ _  . ____-._ ~~ ~ _____ .. ~~ 
~ ~~ .~ ~ ~~ ~~~ 

~ ~- 
~ ~. ~~ 

~ ~ 
I _ ~ _ _ _ _ ~ ~ ~ ~  

656-2 550 
~ ___ ~ - ~~~~~~~ 

- Regional D i rec to r  ... ~~ ~~ ~~~~~~~~~~ 
~ __ ~ - ~~~ ~~~~ ~- .~ 

a. N Establish Retention Schedule; $2 cord will continue to accumulate. 
b. 

~ _ _ _  0 Amend Applicat.ion No. - --=.=,,Check One: 0 Change; c. 0 S.uurcede;- 0 Void 
1. Dates of Series 
Earliest Latest 8 

U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 

). Post  Secondary Request f o r  New and Expanded Programs F i l e s  
What i s  the function of the~Division and the Office-& which this record series is created? 

-~ ~ 1978 Present  L 
5. Division and Office Function 
The Divis ion  of Vocational Program Management provides  d i r e c t i o n ,  p o l i c i e s  and procedures 
f o r  development and d e l i v e r y  of Vocational Education; coord ina te s  with l o c a l  school  
sys t ems  and the  f e d e r a l  government i n  a l l  areas of voca t iona l  educat ion inc luding  budget 
prepara t ion ;  a l l o c a t e s  g r a n t  funds and approves disbursement;  provides  t e c h n i c a l  
a s s i s t a n c e  i n  program development; ' provides  l i a i s o n  and coord ina t ion  i n  planning and 
management of voca t iona l  programs; recommends c e r t i f i c a t i o n  s t anda rds  and s t a f f  development 
ac t iv i t ies .  

_-  
7. Record Series Description 

Documents relating to: 

This f i le  contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Amending t h e  Five-Year P lan  f o r  increased personnel ,  f a c i l i t i e s  and 
equipment i n  Vocat ional  Programs. 

Included are: (DE Form 0170) "Vocational- Improvement Request"; "Applicat ion f o r  a New 
Related Vocational I n s t r u c t i o n  Program Grant"; Summary information and 
r e l a t e d  correspondence. 

Fileisarranged: Chronological ly  by F i s c a l  Year. 

- 
5. Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

r - -_ __ twen3fivemonths and older 1 
9. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers 



.~ - 
- 1  
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ntainefln this series ever published? If ves, attach CODV, -~ 

=here? - _I_- 

-~ 
~_._____ 

11. Retention Requirements -$tThe following requires the series to be kept: 

~~ d. Audit period 5 -years. 
5 ~ . - y e a r s .  

a. State Law years. 
b. Statute of limitation - years. e. Administrative need 
c. Federal law ~ years. f. Federal retention instructions ~ years. 

Attach copy or excert of laws or regulations. Explain administrative need. . .  p., 

a Hold in the current fi les area 
0 Transfer to local holding area; hold ----year(s); then 
Kl Transfer to State Records Center; hold L y e a r ( s ) ;  then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 

-month(s) -I--year(s); then 

I 0 Other /Specify) 

I / , ~  

. .  4 .  - I  - 

! . .  
~- ~- ~~ -- 

12. Approved Disposition Instructions This agency-Gcommends that fhe f i le seriesbe cut off a t  the endoteach: 
13 Calendar Year; 'M Fiscal Year;' tl Other ._--then, 

. .  . .  

Recommendations in para- 
graph 12 are approved. 
(If disapproved. attach letter 


